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TITLE 430 - STATE RECORDS ADMINISTRATOR 

Chapter 3 - DUTIES OF THE ADMINISTRATOR 

- 001 Wi th   due  regard   to   the   func t ions   o f   agenc ies   concerned and w i t h  such 

A d m i n i s t r a t o r   s h a l l :  
guldance  and  assistance  f rom  the  Board  as may be requ i red ,   t he  

001.01 Establ ish  s tandards,   procedures  and  ' techniques  for   the 
e f f e c t i v e  management o f   p u b l i c   r e c o r d s .  

001.02 Make cont inu ing  surveys  o f   paperwork  operat ions and recommend 
improvements i n   c u r r e n t   r e c o r d s  management p r a c t i c e s   i n c l u d i n g   b u t   n o t  
l i m i t e d   t o  economical  use o f  space  and  equipment  and  supplies  employed 
i n   c r e a t i n g ,   m a i n t a i n i n g ,   s t o r i n g ,   p r e s e r v i n g  and serv ic ing   records .  

001.03 E s t a b l i s h   s t a n d a r d s   f o r   t h e   p r e p a r a t i o n   o f   s c h e d u l e s   f o r   t h e  
r e t e n t i o n   o f   r e c o r d s   o f   c o n t i n u i n g   v a l u e ;   f o r   t h e   p r o m p t   d i s p o s a l   o f  

v a l u e   t o   w a r r a n t   t h e i r   f u r t h e r   r e t e n t i o n .  
r e c o r d s   n o   l o n g e r   h a v i n g   s u f f i c i e n t   a d m i n i s t r a t i v e ,   l e g a l   o r   f i s c a l  

001.04 Obta in  f rom  the  agencies  concerned  such  repor ts  and o ther   da ta  

program, inc lud ing   o rgan iza t iona l   char ts   o f   the   agenc ies   concerned.  
a s   r e q u i r e d   f o r   t h e   p r o p e r   a d m i n i s t r a t i o n   o f   t h e   r e c o r d s  management 

001.05 E s t a b l i s h   s t a n d a r d s   f o r   d e s i g n a t i n g   e s s e n t i a l   r e c o r d s ,   a s s i s t  
agencies in, i d e n t i f y i n g   e s s e n t i a l   r e c o r d s ,  and guide  agencies i n   t h e  
e s t a b l i s h m e n t   o f   p r o g r a m s   f o r   t h e   p r e s e r v a t i o n   o f   e s s e n t i a l   r e c o r d s .  
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001.06 Inves t i ga te   P rese rva t i on  methods  and recommend' a r c h i v a l  

l e g a l   v a l u e   s t i l l   i n   a c t i v e  use. 
a s s i s t a n c e   f o r   r a r e  documents,  papers,  books,  etc.,  of h i s t o r i c a l  and 

001..07 E s t a b l i s h  and ma in ta in  a d e p o s i t o r y   f o r   t h e   s t o r a g e  and 
s e r v i c e   o f   s t a t e  agency  and leg i s la t i ve   reco rds ,   and   adv i se  and a s s i s t  
i n   t h e   e s t a b l i s h m e n t   o f   s i m i l a r   p r o g r a m s   i n   l o c a l   s u b d i v i s i o n s  and 
j u d i c i a l   b o d i e s  o f  t he   s ta te .  

001.08 Es tab l i sh   and   ma in ta in  a c e n t r a l   m i c r o f i l m  agency f o r   s t a t e  
a n d g i s l a t i v e  records,   except  those  agencies  which may have i n t e r n a l  
m i c r o f i ' l m   a c t i v i t i e s   n e c e s s a r y   t o   t h e i r   p a r t i c u l a r   o p e r a t i o n s ,  and 
adv ise  and a s s i s t   i n   t h e   e s t a b l i s h m e n t   o f   s i m i l a r  programs i n  l o c a l  
p o l i t i c a l   s u b d i v i s i o n s  and. j u d i c i a l   b o d i e s .  
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002 The  Administrator may: 

002.01 Make. or  cause  to  be  made  preservation  duplicates o f  essential 
r e c o r d s ,  or may  designate  as  preservation  duplicates  existing  copies 
thereof. 

002.02 Establish  storage  facilities  for  essential  records  and 
preservation  duplicates. 
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